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.  PURPGOSE

This policy provides information and procedures regarding the

acqui sition, managenent, and reporting of copying equi pment at CDC*. In
accordance with current Departnent of Health and Human Services (DHHS)
gui dance, this policy incorporates material fromthe Printing Managenent
Manual , Chapter PHS 2-45, Copyi ng Equi prent Managenent.

Il. References

A. Departnment of Health and Human Servi ces Menorandum Status of
Del egati ons of Authority and Policy Directives from QASH, dated
10/ 19/ 95.

B. Printing Managenent Manual, Chapter PHS 2-45, Copyi ng Equi pnent
Managenent .

C. Manual GQuide-Printing Managenent CDC-1, Reproduction of Copyrighted
Material, dated 12/10/97

I11. Equipnent Acquisition, Replacenent, Transfer, or Rel ocation

Prior approval of the CDC Copying Manager is required to acquire,

repl ace, transfer, or rel ocate copying equi pnent. This includes the
purchase, |ease, rental, transfer from excess, or other neans of

obt ai ni ng the equi pment. Before submtting a request for any of these
actions, the requester is encouraged to consult informally with the CDC
Copyi ng Manager |ocated in the Ofice of Program Support, Managenent
Anal ysi s and Services Ofice, Managenent Services Branch (OPS/ MASQO NMSB)
to obtain information and reconmendati ons on the equi pnent. The fornal
request for approval should be sent by E-Mail to the CDC Copyi ng Manager
and include the follow ng i nfornmation.

e Justification of the need and intended use of the equi pnent (Include
the requirements for any special features or attachnments).

e Location of the copier, approxi mate nunber of users, and the
description of the copier to be replaced, if applicable.

« Estimated average nonthly volunme of the work to be produced and how
this work is now bei ng acconpli shed.

« Alternative neans of producing or obtaining this work and why these
net hods are unacceptable. (ldentify the existing copying equi prent
near the area where the requested equi pnent will be located and

* References to CDC al so apply to ATSDR
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explain why it cannot be used.)

If the request is to purchase or rent copying equi pnment, the CDC Copyi ng
Manager will analyze the requester’s needs and recomend appropriate
equi prent. The CDC Copyi ng Manager will provide a list of three vendors
able to provide the recommended equi pnment. A selection will be nade by
the program after factoring in vendor service response, conpatibility

wi th other CDC equi prent, and other pertinent data.

Copyi ng equi prent shoul d be acquired through Federal Supply Schedul es and
nmust represent the best overall value to the CGovernnent.

After the selection is approved by the CDC Copyi ng Manager, a requisition
will be entered by the requester into the Small Purchase System In
order for the requisition to be processed by the Procurenent and Gants
Ofice, it must first be routed through the CDC Copyi ng Manager.

Approved equi pment is subject to the original justification even though
Center/Institute/ Ofice (C O funds are used to acquire it. Continued

justification of copying equipnment is dependent on the vol une of copies
produced on the equi pnment and its proximty to other justified copiers.

Equi pnent Mai nt enance

All copying equipnent requires appropriate nmaintenance by the user
organi zation. To assure the best possible results, the official responsible
for the equi pnent will designate a “Key Operator” who will perform and be
responsible for the routine care and naintenance of the machine. At a
m nimum this maintenance will include the itens bel ow

» Replacing or replenishing paper and toner.
* Rel easi ng paper jans.

e Cleaning of the druns, rollers, belts, and simlar parts, when
appl i cabl e.

« Arranging for service calls for naintenance.

« Mintaining continuing contact with the CDC Copying Manager after
installation to ensure timely feedback on service problens, user
training, and difficulties with vendors.

Mai nt enance agreenments on copiers are strongly encouraged. It is
recommended that these mai ntenance pl ans include photo receptor drum
repl acenent, since such plans usually represent the best value to the
Gover nnent .

Equi pnent _Usage

Enpl oyees are responsible for assuring that the guidelines below are
fol | owed.



VI .
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. Only material which is necessary for official Government business
wi |l be copied. Personal material should not be copied.

. Copies will not be made of |egal obligations or securities of the
U S. Government (for exanple, currency) or of any other restricted
docunent s.

. The nunber of copies made on the equi prent should be the mni num
required.

. Copy requirenents beyond the capabilities of the user’s nmachine
shoul d be forwarded to MASO MSB whi ch provi des duplication service
for users in the Atlanta area. Requests should be made on Form CDC
0.103a, Request for Printing Services. This formis avail able on
JETFORM and el ectroni c subm ssion is encouraged

. Copyrighted materials will be reproduced only with the perm ssion of
t he copyright holder or in accordance with 17 United States Code,
Section 107 which is sunmarized bel ow.

. Al t hough, in general, the owner of the copyright has exclusive
rights to the copyrighted work, the Code pernmits ‘fair use for
certain purposes such as teaching, schol arship, or research
Users may be held liable for infringements in excess of fair
use. Factors to be considered in determ ni ng what constitutes
fair use include:

» The purpose and character of the use, including whether such
use is of a commercial nature or is for nonprofit
educati onal purposes

e The nature of the copyrighted work

» The anount and substantiality of the portion used in
relation to the copyrighted work as a whol e

e The effect of the use upon the potential market for or val ue
of the copyrighted work

e The fact that a work is unpublished shall not itself bar a
finding of fair use if such finding is made upon
consi deration of all the above factors

. Addi tional information may be found in Manual Quide - Printing
Managenment CDC-1, Reproduction of Copyrighted Mterial

Requi red Report

The Administrative Oficer of each C1Ois responsible for preparing the
Annual Copyi ng Equi prrent Activity Report in accordance with instructions
provi ded by the CDC Copyi ng Manager. Accurate records must be maintai ned
on equi prent production, and cost of supplies and mai nt enance.

The CDC Copyi ng Manager will consolidate these reports into a CDC w de
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report for overall program evaluation and use in responding to HHS
reporting requirenents.



